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MEMORANDUM FUR ¢ Director of Security

SUBJECT Requisitions for Personnel

LR

1. In order for the Uffice of Fersoonel to satisfy most effectively
your pergonnel needs, it is extremely imporiant that careful atten~
tion be given o the orlgination of personnel requisitions in your
office. Your aitention is invited to ihis basic prerequisite of effec~
tive personnel procurement and placement in hopes that the quality
and exposition of personnel requisiiions may be lmproved substan-
tially.

2. The position for which a personnel requisition 15 submitted should
be described in detall sufficient to enable procurement and placement
ofticers to recommend candidates with confidence that all the various
speeial conditions of employment have been duly considered. In
dascribing the guzlificstions and experience required of the individual
who is 10 fill a given position, care should be fuken to spell out In
terms of the layman precisely what is needed. In this regard the
clting of specific individuals as either exemplary or possible candi-
dates may be quite helpful and {s always welcome. Brevity should not
be permitied Lo compromise the personnel requisition; those who ure
called upon to act for your office in the selection and recommendation
of candidates will be most graiaful Lo receive all pertinent data con~
cerning the posltion and optimmm personal gualifleations deslred.

3. Not only should the personnel requisition be explicit, il must be
earrent. Any functional or organizationsl changes affecting an
existing personnel requisition muy cell for a re~izsue of the Standsrd
Form 52. Faillmre to re-lssue personnel requisitions in keeping wils
new or altered requirements may nullify completel; wur effor o

~ agsisi you, and, at the same time, dse of Inaccurats requlsitions by

fleld recrultmani yersonnel may resuit in the .llenation of excellent
employment prospects apd sources. Immediate notificstion to the
iflee of Fersonnel regarding imernal changes affecting persosnel
regquist*lons will be grestly appreciated,
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4. 4 close watch 1s being malntained concerning the periocd of time
which a personnel requisition remains unfulfilled. If 4 requisitisn
is not fulfilled within = reasonable period of time, your office will
be contacted for the purpose of reviewing the requisition in the light
of the existing libor market and considering possible modifications
and/or substitution of requirements. '
3. This Office is determined to render the best possible service in
fulfilling your personnel needs. Your cooperation is earnestly
sollclted. Any advice or suggestions which you may wish to give
concerning these matters will be gratefully received.

SialED
Harrison G. Reynolds
Assistant Direqtor for Personnel
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